
 

 

Criterion 1 - Curricular Aspects 

Key Indicator – 1.1 Curricular Planning and Implementation 

 

QlM 1.1.1 - The Institution ensures effective curriculum delivery through a well planned and 

documented process 
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2 Teaching Learning

2.1 Purpose

a) To ensure effective curriculum planning and delivery through a well-planned and documented

process

2.2 Scope

a) Course curriculum of MSBSHSE and Choice Based Credit System (CBCS) curriculum of MU

b) Crosscutting issues relevant to professional ethics, gender, human values, environment, and

sustainability integrated into the curriculum

2.3 Targets and goals

a) Targets

a) To ensure availability of all learning resources before the start of the term/semester
b) To ensure the effective conduct of lecture, practical and tutorial as per timetable to cover 100%

syllabus
c) To ensure zero academic loss due to co-curricular, extra-curricular and extension activities

d) To ensure student success in Continuous Internal Evaluation (CIE) /MSBSHSE/MU

examination as per the educational organization objective

e) To ensure student feedback about faculty teaching a course is at least 75%

b) Goals

a) To develop competency and capability in faculty to take up new courses which may be

introduced due to syllabus revision from time to time

b) To train faculty to adapt to new teaching learning methodologies

c) To ensure the continuity of teaching learning process in any crisis

2.4 Responsibilities

Sr. No. Activity Responsibility

1 Identification of documented information, resources,
and training needs

Principal
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2.5 Procedure

The procedure is based on effective delivery of Lecture/Practical/Tutorial as per timetable,
academic calendar, and teaching plan. In case of any shortcoming in teaching learning process,
necessary remedial work is carried out in coordination with the Programme Coordinators. Learning
of the student is monitored by the faculty and Programme Coordinators based on continuous
evaluation. All lectures and tutorials/practical are conducted as per the teaching plan and are
reviewed from time-to-time to improve the efficiency and effectiveness of the teaching-learning
process during term/semester. Students’ learning is validated through mock activities, continuous
internal evaluation (CIE) and semester end examinations (SEE). The process is monitored at three
levels viz. Faculty, Programme Coordinators and Principal to avoid lapses.

Existence of communication channels is ensured by TRCAC so that special needs students can
receive the information they need for their activity.

TRCAC has determined following inputs required and the outputs expected from Teaching-Learning
Process:

Input required From Output expected To

1. Number of students

2. Number of classrooms

3. Number of computer
laboratories

4. Faculty

1. Admission 1. Daily attendance
record

2. Defaulter list

3. Syllabus coverage

4. Feedback

1. Examination
2. Library
3. Co-curricular, Extra -

curricular and
Extension Activities

4. Placement and Higher
Education

2 Preparation of timetable Timetable Committee

3
Preparation of programme outcomes, course

outcomes and teaching plan
Faculty

4 Conducting lectures, practical and tutorials Faculty

5 Additional requirements for special needs education Programme Coordinator

6 Control of educational nonconforming outputs Programme Coordinator

7 Overall monitoring and control Principal
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2.5.1 Identification of documented information, resources, and training needs

a) All the documented information such as forms/formats, files, registers, documented information
of internal and external origin required for Teaching Learning Process is identified and controlled
as explained in Control of Documented Information Process TRCAC/MP/01.

b) Identification of resources required for smooth conduction of the Teaching Learning process is

initiated by the Principal as explained in Resources Process TRCAC/MP/02.

c) Good working conditions are provided to Faculty as explained in Work Environment Process

TRCAC/MP/03.

d) Training needs of faculty are identified and training programmes are conducted as explained in

Training and Development Process TRCAC/MP/04.

e) Requirements for Teaching and Learning resources such as reference books, textbooks, e- books,

etc. are given to Librarian for the procurements before the start of the term/semester as per the

Library Process TRCAC/IP/04.

f) All other resources (viz. stationary, displays, teaching aids, furniture, and fixture etc.) related to

TLP are arranged before the start of the semester as per the Resources Process TRCAC/MP/02.

g) Timetable Committee, Attendance Committee and Discipline Committee are formed at the

beginning of the academic year by the Principal and all the members and students are informed

accordingly.

2.5.2 Preparation of timetable

a) Academic Calendar TRCAC/IP/02/FRM/01 is prepared by the Principal at least seven days

before the commencement of the term/semester by considering the list of holidays.

b) Class, divisions, as well as courses, are allocated by the Principal to individual faculty before

the start of the term/semester.

c) Workload Details TRCAC/IP/02/FRM/02 is communicated to the Timetable Committee.

d) Master Timetable TRCAC/IP/02/FRM/03 and Division-wise Timetable TRCAC/IP/02/FRM/04

are prepared by the Timetable Committee at least three days before the commencement of the

term/semester taking into consideration the following design and development inputs:

1) Number of divisions

2) Workload allocation to individual faculty

3) Availability of classrooms and laboratories

4) Availability of visiting faculty

5) Academic Calendar and syllabus

e) Master Timetable TRCAC/IP/02/FRM/03 and Division-wise Timetable TRCAC/IP/02/FRM/04

are validated by the Principal.
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f) Division-wise Timetable TRCAC/IP/02/FRM/04 is displayed on the notice boards at least

three days before the commencement of the term/semester for information of students.

2.5.3 Preparation of programme outcomes, course outcomes and teaching plan

a) Term-wise/semester-wise teaching plan (Theory and Practical/Tutorials) is prepared by the

faculty considering the following design and development inputs:

1) MSBSHSE/MU syllabus TRCAC/IP/02/EXT/01

2) Number of lectures/hours allotted to topics and subtopics as per the syllabus

3) Practical/Tutorials allotted as per syllabus

b) Faculty Diary (TRCAC/IP/02/REG/01) is maintained by each faculty which consists of the

following design and development inputs:

1) Faculty Resume (TRCAC/IP/02/FRM/06)

2) Academic Calendar (TRCAC/IP/02/FRM/01)

3) Faculty-wise Timetable (TRCAC/IP/02/FRM/05)

4) Teaching Plan – Theory (TRCAC/IP/02/FRM/07)

5) Teaching Plan – Practical/Tutorials (TRCAC/IP/02/FRM/08)

6) Work Report (TRCAC/IP/02/FRM/09)

7) Attendance Record (TRCAC/IP/02/FRM/10)

8) Mark List (TRCAC/IP/02/FRM/11)

9) Examination Result Analysis (TRCAC/IP/02/FRM/12)

10) Leave Load Arrangement (TRCAC/IP/02/FRM/13)

11) Extra Lecture/Remedial Work Report (TRCAC/IP/02/FRM/14)

12) Individual Record (TRCAC/IP/02/FRM/15)

c) Once the courses are allotted, the Teaching Plan-Theory and Teaching Plan-Practical/Tutorials

are prepared by the faculty. It takes the following design and development inputs:

1) MSBSHSE/MU syllabus TRCAC/IP/02/EXT/01

2) Number of teaching days available in the term/semester

3) Earlier Teaching plan

4) Student centric methods and ICT tools used

5) Timetable

6) Academic calendar

7) References
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d) Programme Outcomes and Course Outcomes are documented by the faculty in Outcome Based

Education (OBE) Document TRCAC/IP/02/INT/01.

2.5.4 Conducting lectures, practical and tutorials

a) Classes are engaged in accordance with the Division-wise Timetable TRCAC/IP/02/FRM/04.

b) Lectures are conducted by the faculty as per teaching plan and timetable. Course materials

are given to the students well in time to enhance the lecture delivery in class.

c) Practical/Tutorials sessions are conducted by the faculty as per Teaching Plan and Timetable.

d) Lecture record is maintained in Work Report TRCAC/IP/02/FRM/09 on daily basis by

individual faculty.

e) Practical/Tutorials records are maintained in Work Report TRCAC/IP/02/FRM/09 on daily

basis by individual faculty.

f) Work Report TRCAC/IP/02/FRM/09 is checked on a weekly basis by the Principal or persons

nominated by the Principal.

g) The attendance of students is maintained in Attendance Record TRCAC/IP/02/FRM/10 on

regular basis.

h) Leave load arrangement is done by the faculty before availing any type of leave and record is

maintained in Leave Load Arrangement Form TRCAC/IP/02/FRM/13.

i) In case of any faculty being absent without prior adjustment of academic load, a substitute

faculty is sent to the class by the Programme Coordinator and a record is maintained by the

faculty who was absent in the Leave Load Arrangement Form TRCAC/IP/02/FRM/13.

j) Academic loss in the subject due to the leave of the faculty is compensated within 15

days after joining by arranging extra lecture. A record is maintained in Leave Load Arrangement

Form TRCAC/IP/02/FRM/13.

k) Extra lecture is arranged by the faculty to complete the syllabus if required and a record is

maintained in Extra Lecture Load/Remedial Work Report TRCAC/IP/02/FRM/14.

l) Remedial lectures are arranged for slow learners and records are maintained in Extra Lecture

Load/Remedial Work Report TRCAC/IP/02/FRM/14.

m)Mentoring is done for solving academic and other related issues of students and records are
maintained in Student Mentoring Handbook TRCAC/IP/02/INT/02.

2.5.5 Additional requirements for special needs education

a) All faculty, staff and students are educated and trained in assimilation of students with special
needs.

b) Students with special needs are identified and mentored.

c) Priority seating are arranged in classroom for students with special needs.

d) Flexibility in method of submission of class assignment/projects is given to of students with
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special needs.

e) Peer mentoring is encouraged to promote inclusive education.

f) Parents are communicated regarding the overall performance of students with special needs at
regular intervals.

2.5.6 Control of educational nonconforming outputs

Following educational nonconforming outputs are identified in Teaching-Learning Process:

a) Cumulative non-coverage of the syllabus is more than 20% at the at the end of each month or at
the end of semester

b) More than 20% faculty are not achieving the 75% satisfaction level

c) College results go 15% below the expected results which are defined in the educational
organization objective

d) No efforts are taken to address problems of slow learners

2.11 Risks and opportunities

Sr. No. Risk Mitigation Opportunity

1 Lack of co-ordination
between Programme
Coordinator/Faculty/
Students

The final timetable is
distributed to respective
Programme Coordinator,
faculty, and students.

The smooth conduct of all the
lectures by the faculty as
mentioned in the timetable.

2 Non-availability of
faculty due to leave

Lecture adjustment
within or from other
departments is done by
the Programme
Coordinator.

Increased flexibility and
adaptability of the faculty helpful
for the department.

3 Resignation of faculty
during term/semester

At least 10-15 biodata
should be ready in each
department.

Can recruit well qualified and

experienced faculty from the
available biodata.

4 Closedown of
institution due to crisis
(pandemic, riots,
social issues, etc.)

Training students and
faculty for online
education

Will increase awareness about
various ICT tools which will
enhance the quality of delivery and
evaluation and will help in
learning.

5 Lack of knowledge
and understanding of
students with special
needs.

Proper information is
collected during
admission and
communicated to faculty
and staff regarding such

Training opportunities and
sensitization of faculty in areas of
special education
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students.

6 Incidences
discriminatory or
unruly behavior of
students on campus

Formation of Discipline
committee and anti-
ragging cell.

Promoting zero tolerance
regarding discrimination and
ragging

2.11Monitoring and measurement

a) Cumulative Monthly Attendance Report TRCAC/IP/02/FRM/17 is submitted by the attendance
committee on fifth of every month for display on the notice board. In case of the defaulter,
corrective actions are initiated by the attendance committee as per the guidelines given by the
Principal from time-to-time.

b) Cumulative Monthly Syllabus Coverage Report TRCAC/IP/02/FRM/18 is submitted by

Programme Coordinators on fifth of every month during the term/semester to the Principal.

Corrective actions are initiated and completed by the Programme Coordinators as needed.

c) Undertaking is taken from parents/guardians on Declaration by Parents/Guardians Form

TRCAC/IP/02/FRM/19 at the start of the term/semester for ensuring the attendance and academic
performance of the student.

d) Any document provided for use by the students is identified, verified, protected, and safeguarded.
When any document is lost, damaged, or otherwise found to be unsuitable for use, students are
reported and appropriate corrective actions are taken and documented information on what has
occurred is retained.

e) Students' data i.e., their assignments, journals, project books etc. are kept under safe custody to
ensure its protection and transparency. Only faculty members have access to students' data.
Students are given access to their own data, and the ability to correct or update their own data.
All appropriate measures are taken to ensure that students' data can only be accessed by faculty
members. Technological protection measures are also validated.

f) Protection of data of students particularly in the scenario of on-line classes is ensured through

Google Classroom. Only admitted students can join the google classroom and access their data

i.e., assignments, grades, quizzes, etc. through their registered email ids.

g) Feedback on the academic performance and ambience of the institution, Course Survey, Exit
Survey and Student Satisfaction Survey are conducted in each semester/year and appropriate
corrective actions are initiated and completed by the Programme Coordinators as explained in
Feedback and Survey Process TRCAC/MP/05.

h) Corrective actions for detected risks, educational nonconforming outputs, and nonconformities
are initiated and completed by Programme Coordinators as explained in Corrective Actions
Process TRCAC/MP/08.

2.11 Analysis and evaluation

a) Teaching Learning Process review is done by the Principal. Academic conduct review consists

of lecture/practical/tutorial conduct, syllabus coverage, student attendance, examination results,

7
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student feedback, mentoring reports, pending nonconformities and corrective actions, pending
nonconforming outputs and corrective actions, achievement of educational organization
objectives, review of resources etc.

b) Internal Assessment Examination is conducted as per Academic Calendar and results are
analyzed and communicated to students and parents.

c) Attainment of programme outcomes and course outcomes are evaluated by the faculty.

d) Qualitative Metrics Review is done to get the information about following key indicators:

1) The Institution ensures effective curriculum planning and delivery through a well-planned
and documented process including Academic calendar and conduct of continuous internal
Assessment (20)

2) Institution integrates crosscutting issues relevant to Professional Ethics, Gender, Human
Values, Environment and Sustainability in transacting the Curriculum (10)

3) Student centric methods, such as experiential learning, participative learning and problem-
solving methodologies are used for enhancing learning experiences using ICT tools (40)

4) Programme Outcomes (POs) and Course Outcomes (COs) for all Programmes offered by
the institution are stated and displayed on website (25)

5) Attainment of POs and COs are evaluated (20)

e) Quantitative Metrics Analysis is done to get the information about following key indicators:

1) Number of Add on /Certificate/Value added programs offered and online MOOC programs
like SWAYAM, NPTEL etc. where the students of the institution have benefitted during the
last five years (15)

2) Percentage of students enrolled in Certificate/ Add-on/Value added programs and also
completed online MOOC programs like SWAYAM, NPTEL etc.as against the total number
of students during the last five years (15)

3) Percentage of students undertaking project work/field work/internships (Data for the latest
completed academic year) (20)

4) Institution obtains feedback on the academic performance and ambience of the institution
from various stakeholders, such as Students, Teachers, Employers, Alumni etc. and action
taken report on the feedback is made available on institutional website (20)

5) Online student satisfaction survey regarding teaching learning process (60)

6) The Institution has a transparent mechanism for timely redressal of student grievances
including sexual harassment and ragging cases (10)

i. Implementation of guidelines of statutory/regulatory bodies

ii. Organisation wide awareness and undertakings on policies with zero tolerance

iii. Mechanisms for submission of online/offline students’ grievances

iv. Timely redressal of the grievances through appropriate committees

8
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2.11 Scope for improvement

a) Strict adherence to the Academic Calendar for the various activities of Teaching Learning

Process

b) Enhancing learning and development through holistic approach towards teaching

c) Scope for precise teaching plan gained through experience

d) Self-introspection by faculty for innovation and creativity in Teaching Learning Process

e) Benchmarking of innovative and best practices at department level

2.11 Records

Sr. No. Document Title Document Reference Retention Period

1 Academic Calendar TRCAC/IP/02/FRM/01 5 Yrs.

2 Workload Details TRCAC/IP/02/FRM/02 5 Yrs.

3 Master Timetable TRCAC/IP/02/FRM/03 5 Yrs.

4 Division-wise Timetable TRCAC/IP/02/FRM/04 5 Yrs.

5 Faculty-wise Timetable TRCAC/IP/02/FRM/05 5 Yrs.

6 Faculty Resume TRCAC/IP/02/FRM/06 5 Yrs.

7 Teaching Plan- Theory TRCAC/IP/02/FRM/07 5 Yrs.

8 Teaching Plan- Practical/Tutorials TRCAC/IP/02/FRM/08 5 Yrs.

9 Work Report TRCAC/IP/02/FRM/09 5 Yrs.

10 Attendance Record TRCAC/IP/02/FRM/10 5 Yrs.

11 Mark List TRCAC/IP/02/FRM/11 5 Yrs.
3
Y

12 Examination Result Analysis TRCAC/IP/02/FRM/12 5 Yrs.

13 Leave Load Arrangement TRCAC/IP/02/FRM/13 5 Yrs.

14 Extra Lecture/Remedial Work

Report

TRCAC/IP/02/FRM/14 5 Yrs.
3
y
r15 Individual Record TRCAC/IP/02/FRM/15 5 Yrs.

9
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16 Cumulative Monthly Attendance

Report

TRCAC/IP/02/FRM/16 5 Yrs.

17 Cumulative Monthly Syllabus

Coverage Report

TRCAC/IP/02/FRM/17 5 Yrs.

18 Declaration by Parent/Guardian Form TRCAC/IP/02/FRM/18 5 Yrs.

19 Faculty Diary TRCAC/IP/02/REG/01 5 Yrs.

2.11 References

Sr. No. Document Title Document Reference

1 Admission Process TRCAC/IP/01

2 Examination Process TRCAC/IP/03

3 Library Process TRCAC/IP/04

4 Co-curricular, Extra-curricular and Extension Activities
Process

TRCAC/IP/06

5 Placement and Higher Education Process TRCAC/IP/07

6 Control of Documented Information Process TRCAC/MP/01

7 Resources Process TRCAC/MP/02

8 Work Environment Process TRCAC/MP/03

9 Training and Development Process TRCAC/MP/04

10 Feedback and Survey Process TRCAC/MP/05

11 Corrective Actions Process TRCAC/MP/08

12 Outcome Based Education (OBE) Document TRCAC/IP/02/INT/01

13 Student Mentoring Handbook TRCAC/IP/02/INT/02
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14 NAAC Manual for Self-Study Report
Affiliated/Constituent Colleges

TRCAC/IP/01/EXT/01

15 Disability Guidelines Statement: Mumbai University TRCAC/IP/01/EXT/02

16 MSBSHSE/MU Syllabus TRCAC/IP/02/EXT/01
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